DEPARTMENT OF GENERAL SERVICES

Schedule No. cjé 2

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2

Division/Unit
Co. Commissioners/Co. Attorney

Agency
Washington County

Item No Description Retention
1 Leases for commercial property, equipment, family residential; | Retain for life of lease plus two
correspondence, agreements, site plans, drawings, sublease (2) years, then destroy
agreements
2 Bond issues - capital appreciation general obligation Retain for twenty (20) years,
-contains but not limited to: resolutions, invoice for debt then destroy. Before
'| service, summary of loans, correspondence, newspaper ads, destruction, review for extended
draft resolutions, official statements retention requirements
3 Ordinances Retain for fifty (50) years, then
-contains but not limited to: acts ordinances, resolutions, destroy.
amendments, schedule of permits and license fees,
correspondence, notice of public hearing
Retain until updated or
4 Legislation: correspondence, handwritten notes, copies of superseded, then destroy
Senate and House bills, copies of proposed legislation
Screen annually. Destroy
5 General files material having no further

-contains but not limited to: hazardous waste, ethics
commission, SPCA agreements/complaints, general legal
opinions, planning commission, sheriff’s dept, driveway
bonds, landfill, treasurer’s office, fire and rescue, Washington
Co. Dept of Social Services

administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives. :

Approved by Department, Agency or Division Representative

Date

Signature \j O~ \\.

Type Name

Title

1999
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Joni L. Bittner

July 16,

Date

County Clerk

Schedule Authorized by State Archivist

JuL 2 0 1999
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 552,

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
6 Agreements Screen annually. Destroy

-contains but not limited to: unions, csx, MD State police,
little leagues, street lighting, road widening, flood plan
management, correspondence, statement of accounts,
invoices, agreements

7 Deeds to property purchased by the Co./Easements: copies of
deeds maintained by Public Works, right of ways,
correspondence, site drawings/plats, newspaper ads

8 Housing files

-contains but not limited to: mortgages, correspondence,
account statements, agreements, leases, foreclosure, home
ownership plan for HUD, special loan programs, lease
renewals

9 Litigation files

-contains but not limited to: correspondence, worker’s comp.,
first report of injury, summons, complaint, first set of
interrogatories, pleadings, affidavit judgement; certificate of
mailing, court docket update, request for summons, opinions,
condemnation petition, drawings

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain for fifty (50) years, then
destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.




INSTRUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE {0GS 550-1)

1. DEPARTMENTIAGENCY

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLOD ROAD
P.C BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page
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DEFINITION - Recordy Series - A group of related recerds normally Ried and used as » nit for reference as

well as tetention and iildcﬁﬂon purposes.

& RECORD SERIES TITLE _/, ﬂ%

5. BARLIEST YEAR [ LATETEST YERR

LA o

6. RECORD SERIES DESCRIPTION ( Briefly coscribe the lypes of information/documents/iorms found in the Series. Inciude the purpose of functidn of ihe Seres)
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7. RECORD SERIES FORMAT(S)

§. RECORD SERIES SEQUENCE

3. VOLUME /
rile Drawer(s!

% /R;;g;:cj 2} 7‘}?

O Letter Size O Micrafim o Aphabeiical O Microfilm Reet (s)
© Comgutar Tape {5}
O Legal Size O Compuier Tape O Numerical s-offer (Soecva%%
O Bound Bock O Flappy Disk o Chronslogea! Nnewwer (Sl 1
o Audio Tape O Vigeo Tape o Geographical 10. ANNUAL ACCUMULATION
O Filp Drawer (9)
O Other (Specily) © Other (Spaciy) O Muorclim Ree! (s)
Q Computer Tape(s)
O Other (Spezify)
Number
1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly G Monthly 3 O Monh(s] © Yeste)
Number
(El . Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes specify egancy or office)

\

)7 =t P A T "
15. ACCESS RESTRICTIONS (I yes, cite lowis) § reguiation(s) | 16. AUDIT REQWREMENTS ’
D Yes 6 N o None o Siafe o Fedesal o] :ndependenl
17. 1S AN INDEX SYSTEM USED? (If yes. expiain brielly and 18. RECOMMENDED RETENTION Rg [/ ,() F — 4 / Fcf 9F:
describe any hardwere/sollware)
- N WERDE, Plias 23 YEres e
es o No

15, NAME AND NTLE OF PREPARER
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20. TELEPHONE nuua!(

2. DATE

'
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SCHEDULE {0GS 550-1)

1. DEPAR!IIENTIAGENCY

Ll Lo,

INSTRUCTIONS ~ TYPE OR PRINT A SEPKRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVIGES
RECOROS MAHAGEMENT DIVISION

AGENCY RECORDS INVENTQRY

7275 WATERLOO ROAD
PC BOX 275 - JESSUP, MARYLAND 20794

7

Page Ot

2 omsion dpﬂ/{lﬂfy
(DM /DTS

3. UNIT 605/077—/_——‘
Hornes

OEFINITION -

ecords Seriee - A group of related records normally flled snd used as s unit for reference &3

weil a8 tetention tnd dupouﬂon purposes.
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€. RECORD SERIES DESCRIPTION ( Brefly cescride the lypes of informalionidocumenis/ioims found in the Scmn
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1. R:’C:)RD}S FORMAT(S)
etter Size
W

O Mictofiim

8. RECORD SERIES SEQUENCE

9. VOLUME

Z,

File Drawer(s}
Microfilm Reet (s)
Comouter Tape 5}
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R7) K2 4,

g Compuyier Tape Terical Other (Specify)
e Bock O Flappy Cisk & Chronslogieat e (g ST
O Audio Tape O Video Tagce © Geographica! 10. ANNUAL ACCUMULATION
O Fiig Drawer (9)
© Otrer (Specily) Other ) S Muerclilm Reet (s}
! (Spec y O Computar Tape(s)
,5? & - T Othes (Specify)
7r 5 p\kaﬁ_ Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly T Monthly 0 Month(s) c  VYear(s)
Number
3. ¢ RRENT LOCATION(S) (Bigg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (! yes specily egancy of office)

o Yes G No
%Whﬂ
16. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O VYes 0 No c None O State O Federsl

0 independent

7. 1S AN INDEX SYSTEM USEDT (1i yes. explain briefly and
cescribe any hardware/soflware)

o Yes a No

18. RECOMMENDED
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15. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER
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21. DATE
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INSTRUCTIQNS ~ YYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION
SCHEDVULE (DGS 550-1)

/%pr//’,

DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.C 6OX 275 - JESSUP. MARYLAND 20794 - Page ot

o iss/80/crs | Torately

1. DER msnm\seucv 2. DVISION ZDWW 3. uNIT C}L//()?fy

DEF!NIT H - Rocofd' Setive - A group of related records normally Rled and used as » Unit for refesence ss well 33 tetention and disgdsition purposes.

4. RECORD SERIES TITLE ‘ ‘ 5. BARLIEST YBAR | LATETEST YEAR
ﬂ/@Wd@ =S
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6. RECORD SERIES DESCRIPTION ( Briefly cascride the types of infermationidocumpnis/iorms found in the Series. Include Ihe purpese o7 functsn of Ihe Seres)
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7. RECORD SERIES FORMAT(S)

yﬁ; Size O Microfitm

O Legai Size o Compuier Tape
0 8Bound Beck O Floppy Disk

0 Audio Tape a Video Tape

© Cther (Specly}

$. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s!
o Alpbabeticai o Microfilm Rest (s)
© Compuyter Tape {5}
G Numerical o Other (Specify) ]
O Chronologicst Nuymber
S Geographicat 10. ANNUAL ACCUMULATION
D Filg Drawer (3)
o Other i) o Merelim Ree! (s}
) (Spaci) Q Compuler Tage(s)
O Other (Spezify)
Numbe*

1. FILEIS USED

o Daily O Weekly O Monthly

12, FILE BECOMES INACTIVE AFTER

O Month(s) o Yesis)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

14 13 RECORD SER!ES DUPLICATED ELSEWHERET (f yes. speciy agency of office)

o VYes : G No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s)

O Yes 8 Ne

16. AUDIT REQUIREMENTS

D None o Siate o Fedaral 0 indepencent

17. 1S AN INDEX SYSTEM USEDT (1 yes, expiain briefly and
describe any hardware/soitware)

O Yes g No

18. RECOMMENDED RETENTION Fgr‘/fzf/%f) W
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18. NAME AND TITLE OF PREPARER
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20. TELEPHONE NUMBER - 21. DATE
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INSTRUCTIONS -~ TYPZ OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENE“L SERVICES - AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECCRDS MANAGEMENT DIVISION
SCHEDVLE (DGS 550-1)

7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794 © Pege
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1. DEPARTMENTIAGENCY . 2. OMISION , 3 uNIT 3ﬁ/f/<37 ?
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DEFINITION - Recordy Serios - A group of relsted recerds normally filed tnd used as s tnit for reference as well as tetention tnd dispasits

putposes.

4. RECORO SERIES TITLE ” ' 5. EARLIEST YEAR { LATETEST YEAR ) |
Lot rs e mnl | e Cuiee] _

6. RECORD SERIES DESCRIPTION ( Briefly Zescride the types of mlo:ma!m umenig/iorms found in Ihe Series. Incivde the pwpose of funcuan of (he Serks:
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15. ACCESS RESTRICTIONS {If yes, cite low(s) & reguiation(s) 16, AUDIT REQUIREMENTS
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INSTRUCTIONS ~ TYPE OR PRINT A SEPLRATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECCRDS MANAGEMENT QIVISION

AGENCY RECORDS INVENTORY

SCHEOULE (0GS 850-1) v 7275 WAFERLOO ROAD
: PG BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY g 2. OMVISION

3 Ut CﬂZf-

Page o

DEFINITION - Recordy Series - A gioup of reluted recerds normally Rled and used as s unit for reference as
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well as tetention and disposition purposes.

4. RECORD seaue§ e ;é%[}?é H/& .

§. BARLIEST YEAR [ LATETEST YEAK
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§. RECORD SERIES DESCRIPTION ( Briefly coscrde the types of inlo!malion;da:umzmslro@s found in the Series. Inciude 1ho purpose of funcuat of ine Series)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
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Q Compuier Tape(s)
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Number

o Daily o Weekly O Monthly O Monti(s) a  Yesr(s)

o Yes:
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13 ¢ RRE/N/T(L%:AUON S) fEldg., Floor, Room 6// i. 1S RECORD SER!ES DUPLICATED ELSEWHERE? (it yes specily agency of office)

¢ No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & reguigtion(s) 16. AUDIT REQIRREMENTS

o Yes 8 N O None [~} éﬂc O Federal 0 independent

17. 1S AN INDEX SYSTEM USED? (If yeé, explain briefly and 18. RECOMMENUED RETENTION
describe any hardware/soliware) :

G Yes UFNQ Még é@MQ‘JLW&@MZ/I)

19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

WAL ANJ Maviean 10

|
r.




% /Z W/V/él/ﬁﬂ /;@f/;/e 9 T /é&ﬂ -
UFPL/TY oo ee e, 57<,. L0, Z.
z%w/; @/@077 NI G ?ﬁéjﬁ’%’%g@
Collellive 4 %&ﬁ/ﬂf%fﬂﬁwﬁq@[’
A Z/ﬂ&j/* A12R s T %Oﬂ//x/?’fx)/ g
Hopspd et s TZmi L - AT et rois et Des
Heviyplowy » Compmlr Ferdh #sinss; fuads 7 7
LeT T2rs 5 ,g/f//&/%/ﬁv/eé . L. p/«d//é)ﬁ_

SO Y e éé}pﬂﬂc[&/(/?cé - B W//J//éf Code 4
/ J



INSTRUCTIONS, ~ TYPZ OR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 8%0-1)

1. DEPARTMENTIAGENCY

DEPARTMENT OF GENERAL SERVICES -AGENCY RECORDS INVENTORY
RECCROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20784 ~ Pege ot

et g——

2. DIVISION , 3. uNIT C%ﬁ?
| - %77"3/7;7& & |

DEFINITION - Records Series - A gioup of telated recerds normally Ried and used a3 o unit for reference as well as retention and dupouﬁon purposes.

4. RECORD SERIES TITLE /% = /Wb ' 5. BARLIEST YEAR | LATETEST YEAR
f Sl
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6. RECORD SERIES DESCRIPTION ( Briefly cascrde the types of infermaliondocuments/iorms found in Ihe Series. Include the pwipose of functian of (he Seies:
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7. R:?KRIES FORMAT(S)
Letter Size O Microfitm

O Legai Size O Compuier Tape

QO Bound Beek O Floppy Disk

yh’ O Video Jace
ther (Speciy)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Alphabeticai a Microfilm Ree (s)
0/ © Compuler Tape s)
umerical o Olher (Specify) )
O Chronoiogicst Nymber
T Geographical 10. ANNUAL ACCUMULATION
O Fie Drawer (3)
c Other i i o Merefim Ree (s)
(Seactn © Computer Tape(s)
QO Other (Spezify)
Numbper

1. FILE IS USED

o Daiy D Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s} c  Yesr(s)

Number

13. CURRENT LOGATION(S) (Eldg., Floor, Room)

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specly agency of office)

O Yes : G No

15. ACCESS RESTRICTIONS (if yes, 2te low{s) & regulation(s)

O Yes 0 No

16. AUDIT REQUREMENTS

o None o Slale O Fedaral 0 ndependent

17, 1S AN INDEX SYSTEM USEDT (1 yes. explain briefly and
describe any hardware/soltware)

a Yes . G Neo

18. RECOMMENDED RETENTION

use Fenerzl Frie- ;&@77/

19, NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER ' 21. DATE
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INSIRUCTIONS - TYPE CR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.C BOX 275 - JESSUP, MARYLAND 2079¢

-AGENCY RECORDS INVENTORY

Page

2. DMVISION

v COPIOPY

DEFINITION - Records Series - A group of related recerds normally fied snd used as 8 unit for reference s

weil a8 tetention tnd disposition purposes.
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5. BARLIEST YEAR | LATETEST YEAR
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FORMAT(S)

O Micrafiim

7. RECORD SER!
eter Size

8. RECORD SERIES SEQUENCE

umerical

9. VOLUME /
rile Drawer(s}

O Microfilm Reet (s}

W Tape &
her (Smfy)@ﬁ.

O Legal Sze a Compyier Tape
O Bound Bock O Floppy Disk & Chronologicsl Nymber @1/, F /,
:ﬁm} O Video Tape O Geographica! 10. ANNUAL ACgU::L;:f: "
her (%My).&%ﬁ G Other (Spaciy) g gm':'ﬁr:‘e ((:.')
. T Qther (Spezify)
Number
. FILE IS YSED 12. FILE BECOMES IKACTIVE AFTER
o Daiy O Weely O Monthly g Month(s) Q  Yest(s)

Number

fuansm LOCATION(S) ( Bldg%ot. Room!! ///_-

7

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (I yes. specily sgency or office)

o Yes G No
B2-< %é/t/g’

15. ACCESS RESTRICTIONS {If yes, cite law(s) § reguiation(s) 16, AUDIT REQUIREMENTS

D Yes o No o None o S O Federal o  independent
17. IS AN INDEX SYSTEM USED? (i yes. expiain briefly and 18. RECOMMENDED RETENTION

describe any hasdwere/soltware)

G Yes o No
19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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INSTRUCTIONS ~ YYPE OR PRINT A SEPLRATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWLE (0GS 850-1) 7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENTIAGENCY - 2. DVISION 3. Uit CPL/W
S er e,

DEFINITION - Recotds Serins - A group of telated records normally ‘Qlod tnd used a3 s Unit for reterence as well a8 tatention tnd lin‘éﬁﬁon purposes.

4. RECORD SERIES TITLE P = ' 5. EARLIEST YEAR [ LATETEST YEAR
| A%zg%€¢ ,%és LT T

6. RECORD SERIES DESCPJPNON ( Briefly cescride the lypes of mlo:ma{:on.dccumom:/rorm found in the Series. Inciude he purpose of funcusn of Ihe Seres!
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7. REGORD SERIES FORMAT(S) §. RECORD SERIES SEQUENCE 3. VOLUME /
File Drawer(s)
O Lelter Size o Micrsfilm o Alphadeticai ‘ O Microfilm Rest (s)
© Computer Tape i3)
C Legal Size a Compuier Tape @ Numerical . o Other (Specify) oo
© Bound Beck O Floppy Disk o Chronologies! Nymber &M, f‘—f—
B Audio Tape O Video Tape ] T Geographica! 10. ANNUAL ACCUMULATION
O Filg Orawer (s)
© Other (Specily) G Otner (Spact O Mercliim Ree (s)
' : (Spacty O Compuler Tape(s)
0 Other (Spezify)
Number
11. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly T Monthly ) O Month(s) C  Yearls)
Number
FURRENT LOCANON(S) dg Fioot, Room}/ ; ; 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or officq)
}W K) é o Yes : ¢ No .
16. ACCESS RESTRICTIONS {If yes, cite law(s) & raguiation(s) 16. AUDIT REQUIREMENTS
O VYes o No C  None O Sligle 9 Federal 0 independent
17. IS AN IHDEX SYSTEM USED? (If yes. expian briefly and 18, RECOMMENDED RETENTION
desaribe any herdware/soflware)
G Yes G No
19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
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INSTRUCTIONS ~ TYPE OR PRINT A SEPKRATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECQORODS -RETENTION RECCRDS MANAGEMENT DIVISION

SCHEDULE (DGS 5%0-1) 7375 WATERLOO ROAD

P.C BOX 275 - JESSUP, MARYLAND 20794 "~ Page (o4
1. DEPARTMENT/IAGENCY - 2. OMVISION ] 3. UNIT ﬁﬁéf@? y
oy A

DEFINITION - Records Series - A group of related records normally Rled snd used as » unit for refesence as well a8 retention and disposition purposes.

4. RECORD SERIES TITLE L/ 7@% % D %/‘7 | : 5 anssr Y!MZ %Ax-
. 10 07

6. .RECORD SERIES DESCRIPTION ( Briefly descride the types of information'documents/forms found in the Series. Include the purpose of funcuian of the Sﬂmy ;
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7. RECORD ES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME /
Tile Drawer(s!

=

Latter §ize o Micrafim O Alphabetical ‘ a Micoim Reat (s)
‘ sze i5)
Legal Size 2 Compuier Tape 0 Numeical her (Specify)

S
O Bound Beck O Flsppy Disk G Chronsiogicsl Nymber éL// F:’,-,—s

0 Audio T, O Video Tape ) O Geographical 10. ANNUAL Accuuuuﬂou
/ ‘ O Fil Qrawer {3)
Other (&MW f 5 G Other (Spacty) i 3 Merelitm Ree! (s)

Q Computer Tage(s)
O Other (Specily)

Number
1. FLEIS USED ‘ 12. FILE BECOMES IRACTIVE AFTER
o Daily O Weekly ] Moqlhly O  Month(s) o Yesris)
Number
/%)aasm Loug}w. Floot, Room) f/ [ 14, 13 RECORD SER!ES DUPLICATED ELSEWHERE? (f yes specily sgancy o office)
M//V'”/“; 27/,‘ O Yes : ¢ No

15. ACCESS RESTRICTIONS {If yes, <ite low(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

o Yes 0 No o None O Slafe g Fedaral O independent

17. 1S AN IKDEX SYSTEM USED? (I 36‘, explain briefly and 18, RECOMMENDEOD RETENTION
describe any haraware/soltware) ’

G Yes O No

19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER - 21. DATE
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